Portsmouth, Virginia Police Department 
General Orders Manual 
Transfer to Specialized Units ADM | 27 


Effective: 06.01.05 6 pages 
Supersedes: | ADM-27 (06.01.00) 


Purpose: To define the requirements, conditions, and process for the lateral transfer of sworn 
personnel to specialized units. 


Guidelines: Duty assignments available in this agency vary widely with regard to required 
skills, Knowledge and abilities, job demands, benefits and desirability, as well as the potential 
for advancement and achievement of related personal career objectives. Considering these 
and related factors, it is the policy of the Portsmouth Police Department to provide a fair and 
impartial system for the lateral transfer of personnel that will, to the degree possible, advance 
personal career goals and interests consistent with the efficient and effective use of manpower 
and delivery of police services. 


Procedures: Requests and selections for lateral transfers to specialized units will be 
conducted according to following: 


I. General: 
A. Lateral transfers shall not be used in lieu of formal established discipline processes. 


B. Vacant positions will be filled consistent with federal, state, and local equal 
employment opportunity laws and regulations. 


C. Nothing in this policy restricts the Chief from assigning or laterally transferring any 
employee to a duty assignment that is deemed to be in the best interest of the agency. 


ll. Vacancies: 


A. Division Commanders shall notify the Bureau Commander as soon as a vacancy 
occurs or is anticipated. 


B. Bureau Commanders will seek approval from the Chief to advertise for vacant 
positions within their command. 


C. Division Commanders are responsible for ensuring that relevant job qualifications, 


selection criteria, and procedures are provided to the Police Administrative 
Services/Personnel Unit prior to the vacancy announcement. 
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ill. Advertisement: 


A. The Division Commander or designee where the vacancy exists will prepare a 
vacancy announcement, which will indicate any special job requirement, skills, pre- 
testing, and the application deadline. The announcement will be posted in the 
department's Newsletter, on the bulletin board outside of the Operation Support 
Center, Police Administrative Services/Personnel Unit, and via e-mail to each sworn 
department member with a posted deadline no less than fourteen (14) days from the 
date on which the vacancy was announced. 


B. In the event a sufficient number of eligible applicants are not received, the requesting 
Division Commander has the discretion to extend the vacancy announcement for an 
additional two weeks in an attempt to increase the eligible applicant pool. Two eligible 
applicants plus one for each vacancy announced (3 for one vacancy, 4 for two, etc.) 
will be considered sufficient for a candidate pool. 


IV. Eligibility Criteria: Interested officers applying for a lateral transfer to a specialized unit 
must have at least two years of sworn experience and continuous service with the 
Portsmouth Police Department as of the deadline for the application process, and must 
not be on probation. 


V. Lateral Transfer Procedures: 


A. Officers requesting a lateral transfer to a specialized unit are responsible for 
completing and submitting a transfer package to their immediate supervisor by the 
vacancy closing date. The officer shall also submit a copy of their cover letter to the 
Police Personnel Unit by the vacancy closing date. Incomplete and/or late packages 
will not be considered. The package will contain: 


1. Acover letter, containing the applicant’s continuous service date and a brief 
summary of qualifications, goals, and other relevant information the officer wishes 
to offer for consideration. 


2. A copy of the candidate’s most recent performance evaluation (must be within the 
past twelve months). 


3. Training record printout from the Training Unit and/or the Hampton Roads Regional 
Criminal Justice Training Academy or the Virginia Department of Criminal Justice 
Services. 


4. Any other specific information that is requested in the advertisement for the 
vacancy. 


B. Lateral transfer packages should be compiled in the order listed above and stapled in 


the left top corner. No binders or covers should be used, and no additional information 
will be considered. 
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C. The officer’s supervisor will then complete and attach the Transfer Recommendation 
Form and the Chain of Command Approval Form to the front of the package prior to 
forwarding the entire package to the candidate’s next level of supervision. Each 
supervisor in the applicant’s chain of command shall make the appropriate comments 
and forward the package within two (2) working days. 


D. After chain of command Supervisor review, the candidate’s Bureau Commander will 
forward the package to the Bureau Commander where the vacancy exists for review, 
comment and recommendation. If the Bureau Commander where the vacancy exists 
does not recommend a candidate for further consideration, he or she will forward the 
package to the Chief for final review, comment and recommendation. 


VI. Assessment Process: 


A. After appropriate chain of command review, all completed packages will be forwarded 
to the Police Administrative Services/Personnel Unit Commander to verify eligibility 
criteria and to score the Transfer Recommendation Form. If an applicant is not 
recommended for further consideration, the Administrative Services Commander will 
notify the officer in writing of the reason why he/she will not be considered for the 
lateral transfer. A copy of that memo will be forwarded to the Division Commander 
where the vacancy exists. 


B. The Police Administrative Services/Personnel Unit Commander or designee will then 
send a written correspondence to the Division Commander where the vacancy exists 
advising that all packages have been received. Completed packages will be forwarded 
to the Division Commander within three (3) business days. 


C. Applicants will be required to participate in three (3) of the five (5) components listed 
below, as determined by the Division Commander where the vacancy exists. 


1. Panel interview, consisting of set questions with predetermined point values. 
2. Written/typed exercise 
3. Practical exercise 


4. Past work samples — Must be unit specific and requested at the time of 
advertisement to be included in the package. 


5. Interview with the requesting Division Commander, which will consist of set 
questions with predetermined point values. 


D. Each component of the assessment process will be scored independently, and the 
persons responsible for scoring will not have knowledge of the candidate’s scores 
from the other assessment components. The Administrative Services Commander or 
designee will review and calculate the combined total score of the components. 
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E. Depending on the assignment vacancy, additional assessment criteria may be 
required to include, but not limited to an agility test or firearms course. These 


additional assessment criteria will be scored as either pass or fail. 


F. The Division Commander where the vacancy exists will be responsible for the 
coordination and scheduling of any applicable testing or selection components. 


G. The assessment process will be scored as follows: 


Assessment Component Maximum 
Points 

Transfer Recommendation Form 30 
Component 1 20 
Component 2 20 
Component 3 20 
Training / Performance Evaluation Review — 
Score to be determined by Unit Commander where vacancy 10 
exists. 
Additional Assessment Criteria — Pass/Fail 0 
Total Maximum Points 100 


Vil. Selection Process: 


A. Scores will be forwarded to Administrative Services/Police Personnel Unit for 


verification. 


B. The Administrative Services Commander or designee, upon approval of the Chief of 


Police, will notify all candidates in writing of the outcome of the process, and will 


ensure that the official lateral transfer notification is prepared and distributed to all 


appropriate personnel. 


1. Upon making selections for lateral transfers, the list will be valid for six (6) months 


from the date of approval by the Chief of Police. 


2. Each candidate, upon their request, will be given the following information: 


a) A brief description of the answer criteria for the oral interview panels, written 


exercises, and/or Division Commander interviews. 
b) The candidate’s rank on the selection list. 


c) The candidate’s total score. 


C. Applicants must meet any specific post-selection job requirements as indicated in 


vacancy announcement. 
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VIII. 


Interview Panel: 


A. 


Division Commanders utilizing the oral interview panel option will select a diverse 
group of three panel members as described below. The composition of the panel 
must be approved by the appropriate Bureau Commander. If a candidate has any 
concerns related to the composition of the panel, those concerns must be made in 
writing to the Chief of Police within three (3) working days. The Chief will render a 
final decision and notify the person who raised the concern. 


1. One supervisor from within the Specialized Unit where the vacancy exists. 
2. Two persons from the list of department-approved interviewers. 


Interview panel members will be trained in the administration and evaluation of the 
interviews to ensure objectivity and consistency in the scoring process. 


The Division Commander or designee will develop the interview questions and the 
prescribed answers. The questions and answers will be kept confidential and will be 
released only to the panel members on the day the panel is convened. The panel will 
interview and score each candidate. 


Retention Qualifications: The retention of all Police Officers in a Specialized Unit will 
be dependent on the following conditions. 


A. 


B. 


Officers will conduct themselves in a professional manner both on and off duty. Any 
behavior that discredits the department and/or diminishes the effectiveness of the 
officer’s performance in the specialized unit may result in a lateral transfer. Other 
factors that may impact an individual’s continued assignment to a specialized unit 
include sustained complaints, which result in disciplinary action greater than written 
reprimands. 


A Performance Evaluation indicating an overall composite factor of “below 
expectation” in an area specific to specialized unit tasks may subject an officer to a 
lateral transfer. In some cases, the following procedure will be followed: 


1. The officer being notified of their substandard performance will be provided an 
opportunity to improve their performance to the required standard within a three- 
month period, during which time reviews will be conducted on a monthly basis. A 
special evaluation will be completed at the end of the 3-month period detailing the 
officer’s performance. 


2. Failure to meet expectations in these areas at the end of the three-month period 
shall result in a lateral transfer. 


Officers must maintain required levels of physical and medical fitness to perform all of 
the essential duties for the specialized unit assignment. 
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X. Temporary Lateral Transfer Assignments: 
In order to effectively manage and control all temporary assignments, the appropriate 
Bureau Commander will assess the continued need for the assignment every six months, 
and report the results and recommendations to the Chief of Police. 


Xl. Exemptions: 


A. Unit Commanders have the authority to make internal reassignments as deemed 
necessary, with no advertisement or selection process required. 


B. Lateral transfers to the Professional Standards Unit or reassignments to any staff 
position directly under the supervision of the Chief of Police may be subject to 
alternate selection criteria, as determined by the Chief. 

C. Nothing in this policy restricts the Chief of Police from assigning, determining eligibility, 


or laterally transferring any employee to a duty assignment/specialized unit that is 
deemed to be in the best interest of the department 


APPROVED: 


Frank J. Kitzerow 
Chief of Police 
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